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APPLICATION FOR RECORDS RETENTION SCHEDULE DR T B Y D Ty

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76~RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. _

FOR AGENCY USE 1. Agency Addrm ’ FOR RECORDS MANAGEMENT USE
Application Dete Georgia Department of Human Resources Aoplication Number
ﬂluly 7, 1976 Office of the Commissioner Too-230
Apptication Number Planning and Budget Unit = Room 506-S Deta Racoived Oate Complated
DER-84 | Rla3ginity Avenue, 5855Y- ClaL 12 197 UL 16 te78
2. Person to Contact Working Title : Telephona Number

Mrs. Gwen Cook _ _ - Fiscal Analyst . 6564343

3. Action Requested :
a. £l Estabusn Retsntion Schedule; record wiil continue to accumulate.
b. O Dispose of prasent accumuliation; no further accumulation antlcupamd -

. .0} Amend Applica tion NO. o __. Check One: {1 Change; (I Supercede; . O _Void
é. Dates of Series 8. Records Seriss Title (followed by title used in office; if d:fferent}
arliest © Latest

Began Octher, 1975 BUDGET (DHR FEDERAL FUNDS) FILES

8. Division and Office Function ~ "~ « What is the function of the Division"and the Office in which this record series is dreated?
The Department of Human Resources ﬁeaded by the Commissioner, 1s responsible for planning,

of Georgia, Included are diagnosis and treatment of mental disorders; control of physical
health programs; administration of public assistance programs, Federal food programs, and
medical assistance programs; administration of the delivery systems for services directed
to indigents, children and consumer information; administration of programs which enable the
non-productive members of society (blind, physically and mentally handicapped) to function aq
productive members of society; administration of programs for the elderly; evaluation of

programs of the Department and guggesting Iimprovements in these programs; and supportiVe
services.

The Planning and Budget Unit has the responsi‘bility for providing planning and technical
assistance to managers and planners for méeting expectations of the Federally funded compre-

7. Record Series Description This file contains the following documents {inciude form numbers and titles, if any):
Attach samptlas of the file.

Documents reiating to: preparing and submitting to DHEW Federal operating budgets and expendi_ture
‘projection reports for the various titles of the Social Security Act.

Included are: form SRS-OFM~-65 (Quarterly Estimate of Expenditures), which shows estimated ex-
penditures for operation of the State's approved plans for the quarter for maintenance
assistance programs such as old age assistance, aid to the blind, aid to the permanently
and totally disabled, aid to families with dependent children, emergency assistance(AFDC)J
and State and local training programs; social services for State plans approved under
Titles I, IV-A, VI, X, XIV, or XVI of the Social Security Act; Medical Assistance Program
payments and cost of State and local administration and training; Child Support Enforce-
ment Program and Work Incentive Program, Forms SRS-0A-25 and SRS-0A-25A (State Agency
Quarterly Statement of Financial Plan) shows expenditure totals and Federal shares for
present and following fiscal years, Form SRS-0A- 25 5 (State Agency Program Expendlture

File is arranged: ) .
_alphabetically by program; thereunder, by budget unit. + R \
8. Monthily Reference Rate How often are recards referred to which are:

in constant use
One to six months old .22~ 40

twentv fwa months and older

9, Annual Rate of A ulatgon of Rceords
Letter-size drawers Logal-s:ze drawers

: Sever; to tweive months ol@é."f&.__._; Thirteen to twenty-four months old

: Shelves —e———; Other (soacify)
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YES | NO | 10. Questionnaire  {Place an **X" in the proper column) . _ “__:‘_1
% 3. Is this the official copy of the sunes? - 4 S
If not, whare is jt? — : : -
x b. Does the ssries contain confidentiat information requiring security handling? If yes, cite law or reguiation. )
X G s this a vital reeord? . i .
X d. Does this series have historical or long term research value? :
e. Whean one or two documents in the fila make it necessary to keep the entire file for a long period, could these
X
=1 - > ; N
L Yis the lnfo:mauon contained in thls series evar analyud and/or recorded ina summanud repart? el
X If vas, artach copy, R L o
h, Is thars 8 duplication of this serias in yaur afﬂca or m 1nother officn oF agency? ' T
X if yes, whera? '
x | i Isthis series {or 2 major portian of it} requtarly microtilmed? .
X "1 Does the recocd series result in a computer printout? -
11. Retention Requirements The following requires tha series to be kept: _
& State Law . years, d. Audit pericd ) __years.
b. Statute of limitation - _years. 8. Administrative nead 3 years.
¢. Federal law years, f. Federal retention instructions years,
Attach copy or excert of laws or regulations. Explain admfnistratwe fieed. | o I S -

"Guide to Record Retention Requirements regulation 6, 4(attached) specifies that recoi‘ds be
g ‘retained "3 _years from date of submission of annual or final expenditure report ¥ ¢<~. or
until :ésolution of all audit. findings.!' -The¢ five-year retention recommendation is in

conformance with the retentlon period of other DHR financial records. Fo-T L e 4
12 Appmvod Dlspusitm Instructions —Thls agency recommends that the file sanesbecut off at the end of each T
Cewes vt oee R ':'"'“"DCalendarYear 8 Flleuf DOther HO LA, o _thén, *°

R - oot B BTl z 2 Tnooarchoe ) Troehomtoon
- - {3 Hold in the’ wmntfnlesared month(si __...__._1 year{sl then S A
- 3 Transfer to local holding area; hold _oyear(s); then =~~~ o % Cuiereo oo Sopttne T

- {3 Transfer to State Records Center; hold ___‘:.l_t.___..._vaar(sl.then tores R Y T

3 Destroy. R

] TransfertoStataArdumforparmanentretentlon e e oo . e ree e 2
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T'hm '"fﬁ"-"-'ﬁﬂm abplv to all pﬂor and future accumulations of the seﬂes o e .
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Rmrdl Management Oﬂwer {S*gnature) R “"Date
)éZoM-a:w% (ww L 7/1/7¢
7 _ B , 77
.. State Records Comphittee (Signature) - - - Date _
Recommendations in para- - ' | '
graph 12 are approved. State Apditor/Designee \N’W - ‘) —i :{ < / L

(If disapproved, attach /e . AN .
of explanation.) %* Secretgy ¥ State/Designes Cama00. 74 S 7-17- 74

Attor:mv General/Designee _ W/ / | : 7 é’i/
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BUDGET (DHR FEDERAL FUNDS) FIIES

6.

hensive health planning programs, and to support the Management Team in
Department-wide planning projects. This Unit also provides a central
authority in the Department to uniformly develop, interpret, manage, and
provide assistance in the administration of the Department budget; pro-
vides information and maintains a listing of fiscal resources; and acts
in the capacity of 1iaison with the Regional and National offices of HEW
on Federal fund projections.

Projection Report), which shows amounts, in thousands, for total Medical
Assistance Payments Computable and not Computable for Federal funding and
total Medical Assistance Payments by type of service, A narrative report
for the quarter explainB® the socio-economic outlook and assumptions used
in developing the financial plan for given fiscal years.




